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24, June 1954

CFFICE OF masmm MEMORANDIRY RO. 20-615-2 {tupplement 1)

SUBJECTs ccmmdaw;sr Letters for Personucl Retiring from Pederal
Service

1. The Director of Centrel Intellicsnce hes expresssd his
desire to sign comuendabory letters for personnel who terwinate their
CIA exployment in order to retirze from the Federal serviee. He hos
indiented his willingness %0 sipgn such letitevs, even vhen en individual's
sew e in CIA is only & limited pext of his over-all Govermment service.

2. The Bt Tenes Diviston (B50) L) s

will ordinarily pa-egme
an appropriste letter, o bo signed by the Divector, for each individnal
who retires with eligibility for en immsdiate somuity, unless the
operating officinl conecyned or the Divector of Secuxity objects on
security grounds. Istters will nob ordinarily be prepeved if them is
documentary evidence of deficlent performsuce oy izproper coadnct on
rocord in the individuel’s Officlial Perscnnel Polder. A letter will
elso be prepared when en exployee is retired for d4sedility if there
is & remscueble expactation that the retiremcnt will be permanent.

3« As soon as BED recelives agn a@plicm?.iou for retivement or

- beconmes gware of an apployes's intention to retire, the euployee's eli-

gibility for retirement will be evelusted. Apy doubt comcerning the
cradiitablility of the employee’s service will be resolved by comtacting
the Retivement Divigion, Civil Service Comvissicn. AS the same ¢tiwe; o
cormendatory letter will be pmparea ané proccssed as follovs:

a. A check will he mede with the Becurlty cmrcl Staff
{808) end the cperating officlal conserned im oxder to detexmine
if the Sccurity Office apd the operating office spprove the
preseatation of & comamsnistory letter. ESD will also dstermine
thyough these offices whether theke are sny securily problems
involved 4in the event the caployee leber d@isplays the letter to
proopective erployers or othey inf@ividusls ocutside the Agency.

b. If there are no objections intorposed by S5C8 or the
operabing office, a letter will be prepared in 5 meaner vhich
reflects any wnusuel feabtures of outstanding or singuler sccca-
pliskment. Theoe caumsats mmy relate o seyvice in the CIA ox
thoy may concern achlevemente in previous Govermmentél serviee,
40 the exfent thet such information is noteworthy cod is dccument-
24 in the employse's Official Persconcl Falder. A form-letter
type can be utilized in most cases, although each lettor should
contain some peorsonal elament or clemsnts pertelaning specifically
to the gervice of the individusl. In appropriste cases, the
mmrwmwmﬁmwnwmmmmmtmm@
concerned following ite completion. -
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¢. If the proposed dete of the employee's tcrmination
permits a formal presentation cevemony pricr to hic departure,
ESD will @etermine whether the operating office deczires to mmke
gugh & presentotion apd, if so, offer its assisteuce in arvenging
the CETenOny .

b, The compendatory letter will be forwarded to the Office of
she AD/P for his spprovel and submission to the Director.

8. An eccompenying transmitiel to the DOI will contain any
 significont informaticn which would be of probeble interest to the
Dérechor ond will indicete theb the Office of Personpel will forward
the letbter %o the employee concorned unless the Director dssires to
tranomit the ceemendation.

b. ESD will edvise the AD/P in writing of the following:

{1) Howes of officisls comcurring in the submission of
' the latisr.

{2) Any significent coaments of 5C5 and the operatimg
office concerved. ‘

(3) thether or not the opexating office contemplates @
formal preseptation.

[
{4) ¥hether the commendation will be presented to the
employee before or after be lesves the Agency.

{5} &Any other information which mey have a besring om
the feasibility of reguesting the Director to sign
the proposed letier.
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